
State Universities Civil Service System  
Human Resource Directors Advisory Committee 

Agenda 
 

January 27, 2012 
 
 
 
1) Welcome and Introductions 

   
2) Review and update on revisions to SUCSS Salary Data System 

 
3) Review and Discussion of Proposed Rule Changes 

 
a) Exemptions – 250.30 
b) Probationary Period – 250.90 
c) Register Maintenance – 250.60 
d) Discharge – 250.110 
e) Intern – 250.70 

 
4) Classification Plan Management 
 

a) Typing Test Revision 
b) Website Update 
c) Grant‐Funded Positions (Seniority and Bumping) 
d) Expansion of Civil Service Applicant Pools 
e) Transition of Pilot Program classes 
f) Other Class Plan Activities 
 

5) Principal Administrative Appointments 
 

a) Audit Findings 
b) Quarterly Reports 
 

6) Other System Office Activities 

 Budget Update 

 Audit Update 

 Legal Update 
 

7) Meeting Date Change 

 October 26, 2012 to November 2, 2012 
 
8) Other Topics 
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Section 250.30  The Classification Plan 
 
 a) Coverage.  The classification plan shall include all classes, as approved, and from time to 

time amended, by the Merit Board, except those exempted by Section 36e of the Statute.  
Exemptions under Section 36e(3) of the Statute shall be by position.  When approved by the 
Merit Board, a position shall remain exempt until such exemption is terminated by the Merit 
Board.  The Director shall publish guidelines for such exemptions, as approved by the Merit 
Board.  This classification plan shall apply to all positions subject to Section 250.20(a). 

 
 b) Exemptions. 
 
  1) The Executive Director shall publish guidelines, as approved by the Merit Board, for 

exemptions identified in Section 36e of the Statute. 
 
  2) Each position proposed to be exempt under Section 36e(3) of the Statute shall be 

reviewed and approved by the Merit Board, or as designated by the Merit Board to the 
Executive Director.  Exemption authority in this respect lies solely with the Merit 
Board, or as designated by the Merit Board to the Executive Director.  When 
approved by the Merit Board, a position exempt under 36e(3) of the Statute shall 
remain exempt until such exemption is terminated by the Merit Board, or as 
designated by the Merit Board to the Executive Director. 

 
 c) Class Specifications. 
 
 1) The University System shall maintain written specifications, as approved by the Merit 

Board, for each class in the classification plan.  Such specifications shall include the 
class title, function of position, characteristic duties and responsibilities, minimum 
acceptable qualifications, including any special licenses or certificates required by 
state or federal laws, and additional desirable qualifications. 

 
 2) The employer shall post notice of the addition of a new class or of the reactivation of a 

former class, together with a copy of the class specification, at each appropriate place 
of employment for a period of at least ten calendar days prior to the date a position of 
the new, or of the reactivated, class is filled, except that for status employees affected 
by reclassification or reallocation of their positions, as provided in subsections Section 
250.30(g)(f)(1) and 250.30(g)(f)(2), this Section does not apply.  The notice of the 
addition of a new class or of the reactivation of a former class, as provided for in this 
Section, shall be posted in all public places allocated for Civil Service employment 
information. 

 
 d)c) Use of Class Titles.  The title of each class shall be the official title of every position 

allocated to the class for all purposes having to do with the position.  This title shall be used 
on all personnel records and transactions.  A functional title may also be given to a position 
by the employer, but such functional title cannot be a title approved by the Merit Board as a 
Civil Service class title. 
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 e)d) Allocation of New Positions.  When a new position is established, the employer shall 
recommend in writing to the Executive Director its allocation to an appropriate class, and the 
Executive Director shall act upon such recommendations. 

 
 f)e) Reallocation or Reclassification of Existing Positions. 
 
 1) A request to reallocate or reclassify any existing position may originate with the 

employee and/or the employer.  When material changes occur in the duties and 
responsibilities of a position, the employer shall recommend to the Executive Director 
in writing the reallocation or reclassification of the position to its appropriate class, 
and the Executive Director shall review the request, shall act upon it, and shall notify 
the employer of his/her action. 

 
 2) A position may be abolished, the class of a position may be changed, or a new class 

specification may be prepared, provided that no such change shall be made for the 
purpose of separating an employee from employment in a position in his/her class. 

 
 3) In order to maintain a sound classification program, the employers, working with the 

staff of the University System office, shall carry on continuous classification studies. 
 
 g)f) Status of an Employee Whose Position is Reallocated or Reclassified. 
 
 1) An employee, whose position is reallocated or reclassified, shall be eligible for 

continued employment in the position which is reallocated or reclassified, provided 
the employee he establishes eligibility for such a new class.  The employee He may 
establish eligibility by meeting the minimum qualifications for the new class to which 
the position has been reallocated or reclassified, and by passing an examination for the 
new class.  The employee He must complete a probationary period in the position in 
the new class. 

 
 2) A status employee in a position which is reallocated or reclassified, who chooses not 

to qualify for, or who fails to gain eligibility for, the new class, shall have his/her 
name placed by the employer on the reemployment register for the former class in 
accordance with Section 250.60(b)(1). 

 
 3) An employee, serving a probationary period in a position which is reallocated or 

reclassified, who fails to gain eligibility for the new class, and for whom no vacant 
position exists in the class from which his/her position has been reallocated or re-
classified, shall have their his name placed by the employer on the register from which 
they were he was certified to a position in the former class in accordance with Section 
250.60(b)(2) or Section 250.60(b)(3).  If the employee he has completed a 
probationary period in a position in a lower class in the same promotional line as that 
of their his former position, the employee’s his name shall be placed by the employer 
on the reemployment register of the lower class in accordance with Section 
250.60(b)(1). 
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Section 250.60  Eligible Registers  

 
h) Permissive Removal of Names from Registers.  The employer may remove the 

names of candidates from original entry registers  and from promotional registers 
for the reasons set forth in this subsection (h).  Names of candidates may be 
removed from reemployment registers for the reasons set forth in subsections 
(h)(1) through (7).  The reasons include, but are not limited to, the following:  
 
1) Failure of a candidate to report for work without good cause within the 

time prescribed by the employer, after accepting a status or a temporary 
appointment.  

 
2) Leaving the service of any employer served by the University System by 

an employee with a status appointment.  
 
3) Failure to reply to the employer within seven calendar days immediately 

following an offer of a status or a temporary appointment by an employer.  
 
4) Notice by postal authorities of their inability to locate the candidate at 

his/her last known address, or verbal notice from the owner or occupant of 
the premises that the candidate is no longer at his/her last known address 
and that no forwarding address has been provided.  

 
5) Failure of a candidate, upon request, to furnish written evidence of 

availability for employment.  
 
6) Failure, without reasonable cause, to reply to the employer or appear for 

an interview within a reasonable time prescribed by the employer, when 
the employer has mailed either a notice of a vacancy in a status or 
temporary position or a letter of interest to the candidate's last known 
address.  

 
7) Upon the candidate's acceptance of a promotion. 
 
8) Failure of a candidate to be selected for employment after four referrals 

for a status appointment in the same class. 
 
9) When candidates' names have remained on original entry registers for two 
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consecutive years following date of most recent examination, or following 
date of original entry restoral on the basis of service or seniority in 
accordance with subsection (j)(3), (4), or (5).  

 
10) In classifications identified by the Executive Director, upon the expiration 

of the designated timeframe specified in a formal position vacancy 
posting. 

 
(Source:  Amended at 36 Ill. Reg.___________, effective __________________) 
 

Section 250.70 Nonstatus Appointments  

 
 d) Intern Trainee Appointments 
 

1) With the approval of the Executive Director, an employer may appoint an 
intern a trainee to any position, provided all of the following criteria have 
been met: 

 
A) no qualified candidates are available from a reemployment register 

or promotional register for the class;  
 

B) a predetermined and scheduled program of development, training 
or experience has been established and approved for the candidate;   

 
C) a compensation program has been developed that provides for 

progressively increasing salary levels payable upon completion of 
defined phases of training.  The intern’s trainee’s starting salary 
shall not be more than 95% of the minimum of the approved pay 
range for the class.  The intern’s trainee’s salary, after increases 
have been awarded, shall not exceed 95% of the midrange of the 
approved pay range for the class; and  

 
D) the employer can verify that one of the following factors exists:  

 
i) the candidate lacks one or more of the minimum 

qualifications for the class;   
 

ii) recruitment efforts have failed to attract qualified 
candidates;   
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iii) operating needs warrant ongoing training programs to 

supplement staffing recruitment efforts;   
 

iv) there is a recognized need for specialized training programs 
in technical or professional fields.  

 
2) If, in the opinion of the employer, the intern trainee completes the 

prescribed training training program in accordance with the standards 
established by that intern program, he/she shall be certified to a position of 
the class for which he/she completed his/her intern training program.  

 
3) Following successful completion of an intern a training program and 

probationary period, seniority in the promotional line, or in the class, shall 
be counted from the date that the employee satisfactorily completes the 
intern training program.   

 
4) If a class has fewer than 10 positions, an employer may have one intern 

trainee appointment in the class. If a class contains 10 or more positions, 
not more than 10% of the total positions in the class may be filled by 
intern trainee appointments on any day of operation.  

 
(Source:  Amended at 36 Ill. Reg.___________, effective __________________) 

 
Section 250.90  Probationary Period  
 

b) Duration of Probationary Period  
 
1) Candidates employed from the reemployment register shall not be 

required to serve a new probationary period.  
 
2) An employee who has accepted a status appointment shall be on probation 

for no less than six months and no longer than 12 months. The 
probationary period shall be extended by a comparable amount of time for 
the following personnel actions:  a paid or unpaid leave of absence that 
exceeds more than five consecutive work days; a layoff of any duration; a 
suspension of any duration; or a designated off-site formalized training 
session, provided the Executive Director has approved the off-site training 
for such an extension.  If the probationary period is interrupted by a paid 
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or unpaid leave of absence that exceeds more than five consecutive work 
days, a layoff, or a suspension, a comparable amount of time shall be 
added to the probationary period.  The probationary period shall begin on 
the date of assignment to duty and shall expire at the close of business on 
the last working day that completes the probationary period for the class, 
regardless of percentage of time of employment during the probationary 
period.  If the employee is not dismissed during the probationary period, 
the employee shall become a status employee at its conclusion.  

 
3) An employee reinstated to a register in accordance with Section 

250.60(j)(4) who is subsequently appointed to a position of his/her former 
class shall complete his/her probationary period in the former class, if 
he/she has not already done so.  

 
4) An employee who goes on layoff status during the probationary period 

may, upon written request of the employer, be reinstated by the Executive 
Director on either the original entry register or promotional register, as 
appropriate, in accordance with total service earned as of the date of the 
layoff and may be appointed thereafter to the same or similar position.  
The reinstated employee shall complete the probationary period for the 
class in which eligibility has been established, although his/her service 
may be interrupted by one or more layoffs.  

 
5) Service in a higher class shall count toward completion of the 

probationary period in a lower class in the same promotional line.  Service 
in a lower class shall not be counted toward completion of probationary 
period in a higher class of the same promotional line.  

 
6) A provisional employee shall begin a probationary period on the date of 

entrance into a status appointment for which the employee is eligible.  
 

(Source:  Amended at 36 Ill. Reg.___________, effective __________________) 
 
Section 250.110  Separations and Demotions  
 

b) Leave of Absence  
 
1) Leave of Absence for Classification Changes.  A status employee who 

accepts a position that represents a promotion in a class outside his/her 
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promotional line shall be granted a leave of absence from a position of 
his/her former class for the duration of any intern appointmenttrainee, 
provisional appointment, and/or probationary period in the new class.  

 
f) Discharge Proceedings and Effective Date of Discharge  

 
16) Final Decision of the Merit Board.  In the course of reaching its decision, 

the Merit Board may request the Executive Director to make 
recommendations that he/she deems appropriate with respect to the 
discharge proceedings.  Nothing in subsections (f)(16)(A) and (B) is 
intended to eliminate or limit the Merit Board's discretion to determine the 
appropriate disposition on a case-by-case basis.  The Merit Board shall 
enter findings of fact and shall order the following decision and order or 
any other decision and order it deems appropriate:  
 
A) Discharge, if just cause is found to exist.  No employee shall be 

discharged except for just cause.  Just cause is defined as some 
substantial shortcoming that renders the employee's continuance in 
his/her position in some way detrimental to the discipline and 
efficiency of the service and that the law and sound public opinion 
recognize as good cause for the employee no longer holding the 
position; or 

 
B) Reinstatement, if just cause for discharge is found not to exist.  An 

employee shall be reinstated as follows: 
 

i) Reinstatement with no loss of compensation when none of 
the significant charges are proven. 

 
ii) Reinstatement with a 60-day suspension when the proven 

charges do not rise to the level of just cause for discharge, 
but some disciplinary action is justified based on the 
severity of the proven charges.  If the Merit Board orders 
reinstatement with a 60-day suspension, any time served 
while on suspension pending discharge will be applied 
towards the fulfillment of the 60-day suspension. 

 
17) Final Decision and Order of the Merit Board.  The Secretary for the Merit 

Board shall immediately forward copies of all Merit Board orders to the 
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employer and the employee by certified mail or by overnight delivery that 
requires signature upon receipt.  Request for a rehearing, or for a 
reconsideration of a Merit Board order or decision, shall not extend any 
appeal period for administrative review, except by express order of the 
Merit Board or its Chair.  

 
18) Administrative Review.  All final decisions of the Merit Board shall be 

subject to appeal by the parties to the proceedings under the 
Administrative Review Law [735 ILCS 5/Art. III].  A complaint for 
administrative review must be filed and summons issued within 35 days 
after the date that a copy of the final Merit Board decision has been served 
upon the party affected.  A final decision of the Merit Board shall be 
deemed served either when personally delivered or when deposited in the 
United States mail in a sealed envelope or package, with postage paid, 
addressed to the party affected by the decision at his/her last known 
residence or place of business. 

 
(Source:  Amended at 36 Ill. Reg.___________, effective __________________) 

 



 
 
 
 
 
  
TO: Designated Employer Representatives 
 Human Resource Directors 
 Classification/Testing Personnel 
 
FROM: Lewis T. (Tom) Morelock 
 Executive Director 
   
DATE: January 18, 2012 
 
RE:  Update on Release of New Public Website and Typing Test 
 
 
The University System office plans to release a new updated version of our public website soon.  As you 
know, this website update has been in the development stages for some time now.  This preliminary 
announcement is provided only to our campus Human Resource offices.  The formal public 
announcement and actual release of the updated website for public use is scheduled for February 1, 
2012.  Our new website address will be http://www.sucss.illinois.gov.  The new website will feature a 
complete redesign and rewrite of the public site, and will incorporate many new features suggested by 
our users including: 
 

 Language Translation Tools 

 Civil Service Employee Spotlight 

 Legal Bill Tracker 

 Searchable Salary Range Report 

 And many other features 
 
A complete list of the updates can be found at http://www.sucss.illinois.gov/updates.aspx.   
 
E-Test and the Secure Site 
In general, applications on the secure site will not change at this time.  However, the E-Test typing test 
has been rewritten to phase out the current Java-based typing test.  As you may recall, the Java-based 
test was purchased by an outside vendor and has not been updated or supported by that vendor for 
some time now.  Therefore, the decision was made to write our own program, which has afforded us 
the flexibility to incorporate many changes requested by applicants and HR testing offices.  These 
updates and enhancements include: 
 

 Removed the live WPM score 

 Added ability to adjust font size 

 Removed error highlighting 

 Reduced the size of the timer 
 

http://www.sucss.illinois.gov/
http://www.sucss.illinois.gov/updates.aspx
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At this time, we are asking that the HR Testing offices confirm through E-Test that the new typing test is 
functioning correctly on their test PC’s.  We are aware that there is at least one location that has some 
unique typing speed issues with the new test.  Therefore, the links for the current Java-based typing test 
are still accessible at this time; we will be phasing out this old Java-based typing exam as quickly as 
possible. 
 
Please do not administer any applicant knowledge exams or typing tests on the new website at this 
time.  We will formally indicate when this new website is fully functional in this respect. 
 
Internet Explorer 7+ 
There are also additional security changes that will need to be updated and set in Internet Explorer in 
order to remove the minimize/maximize buttons while administering a knowledge test in E-test.  The 
instructions for establishing these settings are detailed in E-Test under Help – IE 7 Requirements and are 
only necessary for testing PC’s. 
 
We really expect a very smooth transition to this new website and typing exam.  Again, we plan to 
announce the formal release of the new public website on February 1, 2012.  Therefore, we ask that you 
please provide all comments, and any questions about the new typing test, to Bob Curry at 
bobc@sucss.state.il.us by January 25, 2012.  Thank you in advance for your patience and assistance 
throughout our development and implementation of these new initiatives.  Your input and comments 
are truly appreciated.   
  
 

mailto:bobc@sucss.state.il.us
















 
Pilot Program Incumbent Statistical Review 

 
CLASSIFICATION Jan. 04 Jan. 05 Jan. 06 Jan. 07 Jan. 08 Jan. 09 Jan 10 Jan 11  
ACCOUNTING ASSOCIATE 2 6 7 11 12 16  18 23 
BUSINESS/ADMINISTRATIVE ASSOCIATE  27 44 49 62 79 89 88 110 
HUMAN RESOURCE ASSOCIATE 6 8 9 10 15 18 21 18 
INFO TECH MGR/ADMIN CORD 1 6 29 38 41 49 47 52 
INFO TECH TECHNICAL ASSOCIATE N/A 2 19 85 97 143 169 182 
INFO TECH SUPPORT ASSOCIATE N/A 6 19 36 67 94 118 152 
       TOTAL 36 72 132 242 311 409 461 537 

 
 
 
 
 
CLASSIFICATION Jan. 12 
ACCOUNTING ASSOCIATE 31 
BUSINESS/ADMINISTRATIVE ASSOCIATE  170 
HUMAN RESOURCE ASSOCIATE 21 
INFO TECH MGR/ADMIN CORD 52 
INFO TECH TECHNICAL ASSOCIATE 167 
INFO TECH SUPPORT ASSOCIATE 213 
       TOTAL 654 

 
 
 
 
 



Pilot Program Classifications

Utilization by Title/Employer

FY2011

CSU DSCC EIU GSU ICCB ISAC ISU NEIU NIU SIUC
Accounting Associate 2 0 0 1 0 1 9 1 0 5
Business/Administrative Associate 11 0 1 14 0 1 19 9 12 6
Human Resource Associate 1 0 0 3 0 0 0 5 0 0
IT Manager/Adm. Coordinator 1 0 3 4 0 2 17 2 6 9
IT Technical Associate 4 5 1 7 1 12 47 3 48 19

IT Support Associate 10 0 0 5 0 4 31 16 51 7

SIUE SIUSM SUCSS UIC UICH UIP UIS UIUC WIU

Accounting Associate 2 2 0 4 1 0 0 3 0
Business/Administrative Associate 20 5 0 22 9 3 3 35 0

Human Resource Associate 1 1 1 5 1 0 0 3 0
IT Manager/Adm. Coordinator 0 2 1 2 2 0 0 1 0
IT Technical Associate 16 12 1 14 18 1 0 4 0
IT Support Associate 12 12 0 15 2 0 2 0 0



State Universities Civil Service System response to JCAR questions 
regarding proposed revisions to  

80 Illinois Administrative Code 250; 35 Ill. Reg. 44 
 

 
Question 1:  In order to comply with Section 5-20 of the IAPA, please include in the proposed Section 
250.60(h)(10) a non-exhaustive list of circumstances, examples, or standards of the situation in which the 
Executive Director shall make a determination that allows permissive removal of names from Registers "in 
classifications identified by the Executive Director," upon the expiration of the timeframe stated in a position 
vacancy posting.  
 
  Answer:  An updated version of the rule now reads: 
 

250.60(h)(10):  Permissive Removal of Names from Registers.  The employer may remove the names of 
candidates from original entry registers and from promotional registers for the reasons set forth in this 
subsection (h).  Names of candidates may be removed from reemployment registers for the reasons set 
forth in subsections (h)(1) through (7).   The reasons include, but are not limited to, the following :   
 
(10)  In classifications identified by the Executive Director and approved by the Merit Board, upon the 
expiration of the designated timeframe specified in a formal position vacancy posting.  Appropriate 
classifications may include those in the professional, managerial, or semi-professional occupation areas 
or other classifications that require a credentials review, rather than a traditional knowledge 
examination.  Upon specific request and justification, other classifications may also be considered for 
inclusion under this provision.  

 
Question 2:  Section 250.110(f)(17) is removing language concerning a request for a rehearing or 
reconsideration not extending the appeal period for administrative review except by order of the Merit 
Board. Why is this provision being repealed? What is the policy now?  
 

Answer:  An administrative decision is a final order if it terminates the proceedings before the agency 
and fixes the rights and liabilities of the parties involved; an agency, being a creation of statute, has only 
those powers specifically conferred upon it, and has no inherent authority to amend or change a 
decision it has made.  Board of Educ. v. Illinois Educ. Labor Relations Bd. (1989), 534 N.E.2d 1022, 1026.  
The State Universities Civil Service Act, 110 ILCS 70, does not expressly grant the Merit Board the 
authority to reconsider its own decision.  Nor does 110 ILCS 70 include any guidelines to be followed 
should a party request reconsideration of the Merit Board’s decision. 

 
Current policies and past Board actions support the requirement that any final administrative decision 
rendered by the Merit Board is subject to the provisions contained in the Administrative Review 
Law.  The language to be removed is not considered applicable or enforceable and is inconsistent with 
the provisions contained in the Administrative Review Law.  Therefore,  once a final administrative 
decision has been rendered in these discharge cases, that decision has to be appealed to the courts 
within a designated timeframe.  An administrative agency cannot build any rules to extend that appeal 
timeframe contained within the referenced Administrative Review Law.   It is our belief that this 
provision was left over from some time before the statutory adoption of the Administrative Review Law 
and incorporation of section 250.110(f)(18).  We are simply looking to clarify and outline these 
provisions consistent with other applicable statutory obligations in this respect.   

 
 



FY 2012 Audit Schedule 
 

FY 2012 Audit Schedule       

Agency 
Scheduled Time 

Frame 
Last Audit 

Days On 
Site 

  
  

  

University of Illinois at Springfield Jul-11 Jul-09 3 

Northeastern Illinois University Sep-11 Oct-09 3 

Illinois Board of Higher Education Nov-11 Nov-09 1 

Illinois Community College Board Nov-11 Nov-09 1 

Division of Specialized Care for Children (DSCC) Nov-11 Nov-09 2 

Southern Illinois University Carbondale Jan-12 Jan-10 4 

Western Illinois University Feb-12 Feb-10 4 

Southern Illinois University Edwardsville Mar-12 Mar-10 3 

University of Illinois at Chicago May-12 
May/Oct 

2010 
10 

University of Illinois College of Medicine Peoria Jun-12 May-10 2 
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